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How to Submit Increment Files  
QUICK REFERENCE GUIDE 

 

How to Submit Increment Files on Personnel 

Website 
 

If you neet to submit an Increment File for the Personnel Cabinet, please go to our website 

http://personnel.ky.gov 

On the blue menu bar, Select ‘HR Administrators’ 

 

On the green menu bar, Select ‘Services’, and then Select ‘System Support’ from the 

dropdown list. 

 

Scroll to bottom of page below the calendar and click ‘Request Support’ below the green 

Business Request box. 
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This will take you to a series of questions to determine how we can assist you with your 

Business Request.  Take time to fill out all the fields with accurate information. 

Click drop down under (For which agency do you need assistance)and select your agency. 

  

 

Enter your email address in next box. 

 

Enter your business responsibility in next box. 
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Enter Payroll in next box from drop down. 

 

 

 

 

 

Select Increment Load sheet in next drop down. 
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Enter a short explanation into box and then browse for the file you are sending back. Currently 

only 1 file can be uploaded at a time, so if you have Annual and Non-Merit you would have to 

submit separately.  Then click submit . 

 

You will receive a confirmation message back on your screen. 
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This TFS ticket number is the number that will be used to reference your request. 
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